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INTRODUCTION

This release is a report of three conferences held in Sacramento; San
Francisco, and Los Angeles. These conferences were conducted by the Bureau
of Business Education of the California State Department of Education with
business, Government, end industry tD verify the training needs and the job
descriptions for clerk, general offiee. clerk-typist, and stenographer.

Prior to these conferences a staff member of the Bureau of Business
Education made a synthesis of the requirements for employment for several of
the entry job classifications mentioned above. One of the outcomes of the
conferences was to discuss this synthesis and develop some agreement as to
the requirements ."or entry jobs in the office area for high school students.
Another purpose of the conferences was to explore the job opportunities for
high school graduates in the office occupational area.

It was opportune to hold these discussions to clarify some lack of
uniformity regarding the job requirements for the clerk, general office, clerk-
typist; and the stenographer, and to explore further the job opportunities for
high school graduates in certain office jobs.

The Bureau of Business Education is most appreciative of the helpful
attitude of the conferees in spelling out in some detail the entry requirements
for jobs in the organizations represented. Brief consensus excerpts are
included in this report. This information would be valuable to school dis-
tricts in bringing their office education programs up to date.

. Miss M. Claire O'Brien and Miss Tillie Neft, staff members, assumed the
responsibility for planning and conducting these eoh2erenees. he's Neft was
responsible for making a synthesis of the job descriptions in question and
presenting this :,;:-Ithesis to the conference groups.

School distilicts, business, Government, and industry are encouraged to
continue to refine entry job descriptions so that young persons may better
prepare for gainful employment in a field of their choice. It is hoped; also,
that school districts will continue to improve their occupational training
programs in office education in order to meet the needs of our everwaxpanding
business system.

The material contained in this report will be one of the sources 01
information which will be useful in the development of job-oriented course
sequences in office-education programs. It will provide clues regarding the
next steps to be taken in the study of the curriculum and the development of
units of instruction appropriate to preparation for entry office occupations.
(See section on "Observations and Recommendations" for future plans of the
Bureau of Business Education.)

R. C. Van Wagenen, Chief
Bureau of Business Education
California State Department

of Education

;". A4'"
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AN ANALYSIS OF SOME ENTRY OFFICE JOBS FOR HIGH SCHOOL STUDENTS

PHASE

COON OF JOB DESCRIPTIONS

1721,ftsriEtkalt Entry office job descriptions were gathered from the

following tYpes' of "Governinent 'agencies, business, and industry in ordeis to

sty the Job opportun. itie's and the training and qualificittlionsn'

United States 'Civil Thivice dommisititiii; United States Department of Labor,

Cali foini Site Depe.rtment of nployinent, civil aervice'cOmmiSSIOnS for

selected counties and cities in the State, banks, aircraft and missiles,-
. .

savings and loan, retail, insurance, utilities, food processinff, services,

construction, manufacturing, and oil.

PHASE II

ANALYSIS OF ENTRY REQUIREMENTS FOR SOME OFFICE OCCUPATIONS

The analysis. Some entry job descriptions for stenographer, clerk-typist,

and clerk, general office, were analyzed to determine knowledge and abilities
needed; duties performed; personality traits, attitudes, work habits, and

grooming desired; and speed requirements in shorthand and typewriting. A copy

of the analysis may be found in the Appendix. The State Personnel Board job

descriptions were used eg a base and material taken from these descriptions

Indicated in the analysis without an asterisk; additional data taken from

job descriptions from other Government agencies is indicated with one asterisk;

other information on job descriptions from business and industry is indicated

with two asterisks.



PHASE III

rvINFEPPNCES WITH REPRESENTATIVES Erim now.p4mR.Ntp,i RusTNRAR,A INDUSTRY

Three conferences were held with representatives from Government,.

business, and industry .in May, 1964, in the following cities:, Los Angeles,

Sacramento, and San Francisco. The purposes of the conferences, were:

to discuss present and future opportunities for high school stadents in

office occupations; (2).. to review tr antry requements for office jobs

for high school students.

2
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SUMMARY OF 'REMARKS OF-WESLEY P. -SMITH
STATE DIRECTOR OF VOCATIONAL EDUCATION

COI4

e ;

,

Occupational training must be based upon the performer:ea- required in the-
actual job. Any other basis is rot only unrealistic but it endangers the rights

.!'-zqf'of-rbotithi:luture .employers c41 traineea.. ,frze --74k;

!". r -A, ":": -7 714

determiuingt,_job,,,performance.requireme4P-,
has become so difficult--and since all occupationif requirements.; bOtli.,;:kesent
and future, have becomeso complexit is absolutely essential thif*6.11-refirri.
culitn pianning-kEyocational education inv.olves,,the direct and, co4inuot,:is'

:
_ ._ 4 4,:e-"*."

.74
4-

No longer is it possible too design 'ocCiipationel;jtrai_ln4ig, prO:gr.s40:24.
isolation from the needs of the future projeCted. datUal: -eimploifiehtiiends.

jonger, 3s. 4t.. proilabl.Ohat.. school Afe-C.Osfully.
enter: fate-4:3r.ork force. without _adv-ance
abundant that .19bs.,-available unskilled works?rs - -8id =erg ec'
those who are seeking to enter the work forCe the first no
minuaer-.~4nunwPCmA enough: to take pare of .the employment- needs of the 11;91ge of

_ .

of ..thousands youngpeople are '.cUrrentl..y
. To .a-. considerable degree, this une,MploYniettt

of a basic deficiency in their education and training;. ii
if not remedied, will be carried with these yor-g peOPle Most of
theitil work lives -rapt- only- irk.. the form 1401ier rates . of ,unemploymint , but
also serious- .underemployment

For many students, the standard curriculiim ,serves
especially those whose target of college entrance. is 'clearly in fo-Ctie.-

- ... .

But :for those. who will; be going to work. at high, sChool..,,gr.a.duation, the
_sa4A so 1.s the eu.r.K.icuilim that prepares theM-is,Or'''',j`,01..i.e0irsi.

Whin it,.is'conside,red that more than one half the student. popUlatiOt(AXC1
involved in this category, the problem. iS.

,,;pat,*,-,employer.sl-havi..cften been quite siler.t as.4to what they

1been_Aatrealistic13Y.:proposing..only, a 'good,. broad; .generel:
really -.wanted-in -their .new employees. If ,not thesi.,:tiakre:'*JUSt. aa,oftt

. .

tic- 1%; ; -

,VIncreasingly,. employers must be .more specific- -and more
is expressly hoped that employers in the office accupatidns, through they
sessions, will add, further to their past assistance-"b shtaTeiiing the toe

.;.,'0,:upomthe,,target of -;employability in,such,occupations7-so that Vie piplic
schoolsrtcan provide the preparation thit- is essential; for entry;-arkd

prav-14e ,atcqUisition
job-. .never before, the task of iciugatitiii.
wis-everLmore-so_Az-the-case.-of...:vocatiOnal -palmation:

3
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REMARKS OF R. C. VAN WAGENER; CHtEn'tilREATT,OF BUSINESS EDUCATION"
CALIFORNIA STATE DEPARTMENT OF EDUCATION=-

AT THE LOS ANGELES AND SAN FRANCISCO CONFERENCES

The Bureau of Business Education is 'an agendy-:tif--.:State`-Goverucaeni
.Divi.sion of Iristruction of the California State napsivi-.7nAnt 'Educaticin.-

:*esp"O:"'ps?.*billiy- to iMproVe 'business edueat-tioli in the piabliziSchOol:s of
, _ . -

Calitoinia

This conferenee is designed to anal.
clerk-typist, the clerks general office,
concerning opportnnitics for employment
sc dole -An office occupations,`

the job retiiiiiii*ent4;_l'O'-.
and the steitOgrapher "'re
of youth now enrolled -in

the Bureau of Business Education has the reSpoiasibility_ working -with
oVer:_.l.,006 *Sigh sc:hOoils -and_ 75 junior collegaslin this* St"ite:::--lc---full'report.
of this-COnferenee'in -Los 86-OrtimOitoi4n&

''SaTn:Trpicisoo wsl.l ,,:be prepared and sent to school:- districts:

We are -concerned at'-this- Conference for the high' - school cgradnatei!lithe
dropout, and the out-of-school youth currently unemployed. We-In -ediCatioii
are trying to _alleviate, some of our serious social jroblems _through --educat
ti*Ok.,,, ;This is slow process for We are dediebted. to '-eduCate:iall,the
004r-en of all the people:: Will -pill =Share with us.-sonie =cif our concern ;fo

the itelfare:of-Aitieridaii youth?
_

'On.the -father hand, we recognize that -business., -Gatrernmpri:t; and:- industry
are faced with genuine iiibblei16- -Stich as -fierce' datilletitiion;lic_th-ffront:home:,.

and abroad. We know you need conscientious, wel3.-trained employees Who'have
a "flaiTr,7- for the =business

We know we have different types of students in our high schools an
.juniar.`Colieges.- There are some who are-highly motiViitedif-jOthers are
liStles.S.34.4anyhave a high rate of intelligence-and have anr-,in'quiring,-,pin
°there do not have 'such a high rate of -native lark
the imagination necessary to -succeed inbusineso.

It is logical to assume-that:the ichool must motit.ate,:yoUng_T-peopl,e to,.
striire''toward the achievement Of 'a worthy' goal.
progrits must be designed 'toward preparing y&uth arid--ad'ults7tOrz'suc-Ceasful
employment., is not easy, because you must take into consideration the:-
-,intdteitS- and abilifiei of 'each. person in relationAhiP to 'the ftecitikieirients

,170- eMployment Ins0dific jobs -.' ." (II

14e,.are already 'Concerned and aware of Ihe'-need,,fer:yoUnipersoils,t4oAie
well ,grOiindea.' in "mathematics; English ,''and the liberalt")artS-;.; WeLtus,
-enCourage more attention to this general: eduaation.*-prOgram
`slrork- of the-busineSS. .-occupational tern-. 'We:1'44c;

' ``



Selected Busine-asand Indust. Job Describtions for Stenographershers (contd.)

Stenoraplkm,

Stenogr4here are used in many of the departments uith this company.
She is on call tb ee dictation, transcribe notes into typewritten nc2ies,
following company practices as to form. Uses electric typewriter. She cuts
mimeograph stencils and hectograph master copiee, She generally begins in
a steno pool or in an office with combined clerics.] duties. On job training
and opportunity for advancement. Weekly salary ranges from $76.00 to $30.50
at the start= and from $95.00 to $98.00 at the top. Hours of work are 8:00
A.M. to 5:00 P.M.

Qualifications. Along with general qualifications necessary for all
jobs with the canpany, she must be an accurate typist and take dictation
and transcribe notes accurately with at least average speed. Good kno'Aedge
of spelling and grammar. Mental ability and capacity to advance. She
should be able to express self in a clear and natural manner. Only high
school education required, but more is desirable.

eee.

Stenographer

Job Duties:

Takes and transcribes:dictation.

2. Performs Dictaphone and copy typing, :including_ correspondence,
reports, etc

3, Prepares stencils and mastees for reproduction.

I. Prepares various tome using typewriter or by hand

5. Performs various general office clerical duties, including answering
telephones and mentaining files.

General Information:

High school diploma is required.

Must pass a tvpjag test of 50 to 55 words pey' minute and a dictatIon
test of 80 words ner -minute.

Beginning salary is $97.56 per week with automatic increases to $118.76
upon completion of 26 &oaths.

50



Most of the jobs are for women-70 per cent female and. 30 per cent male;

in the.branches, there are 80 per cent female and 20 per cent Male. There

is a need. for high school girls. Former employees are returning;- there

people make the best and most stable employees..

Our staff numbers about 2,000; approximately 70 per cent female and

30 per cent male Our major recruiting efforts' are directed toward the

recent high school graduate who is. a typical candidate for these entry jObs:

typists, messengers, phonographers, file' clerkS, and clerical trainees. '"'"
are .-not career oriented; there are always changes.

Selection is not just for the beginning jobs--we must hire persons with

advancement potential. It is company policy to:prOmote from within wheneyer.

possible. ;

Major recruiting is for entry level jobs. Clerk has to have basic

office skills. Opportunities open up*fdr people With a knowledge of typing

where otherwise there is -no opening. Shorthand 'is' a dying art 'and is greatly

needed.

Some companies want male clerks, but there are few males who are

qualified.

.We have jobs on the beginning clerical level, but have difficulty In

finding qualified applicants.

Office occupations are primarily for women. A young male may be hired

to work in the mail room, sorting and deliVering mail;' and occasionaLly win
be asked to drive cars for executives. Our beginning positions are junior

clerk assignments which are considered an informal training position, in that

we :plan on promoting each young woman who is a success as S; junior clerk. into

a second-level clerical position after one to one and one-half years. Recep-

tionist assignments are made from Floor Servibe Unit.

In several divisions there are always openings for clerk-typists and

stenographers; these are-open to high school graduates.

.High school graduates' are hired as cleritypi sts. A lot of routine

jobs require the services of people,. but; people-mist become computer oriented

or at least computer language oriented: Stock' clerks and storekeepers are '-

coining close to office occupations. This area automates easily. We look.fOr

persons with business administration, accounting, and statistical knowledge.

Six himdred high school graduates' a day come through the employment

office from June to August. We advertise in newspapers and have our

instructors act as counselors in the schools; in addition, we draw frail 'a'

tremendous number of drop-ins. Recent study 'showed that 60 per cent' off"

_.appl.i.cEtnts,came...froan, out of stat, aad. per -cent-from....East.-....Bcy area.

6
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Job descriptions should define more clearly the work that people actually

do. Definitions must be more exact. Business and industry should work more

clOsely with schools..

.
Eighty-five per cent of our employees are union members. Openings for

men are practically non-existent. Only position open for nen is.mailelerk,

1).a...this:Is a dead-end position. Men go into sales positions with*a.College

degree.

We employ more young men than women.. Because of a policy, in our company

to get out orders the same day they are received, it is necessary to work

-overtime. Xomen cannot work over eight. hours regularly. Young men .cspere-,e

the-Flexowriter .in our organization. Positions for high school graduates

are: key punch, mail room clerk, cl ark-typist.; ,stenographer.

--Two hundred and fifty out of 2,100 typist-clerks are hiredat the Junior

level; these jobs are open to high school graduates. Other jobs are:

cashier-clerk, offset duplicator operator, tab operator, medical and legal

stenographers.

In addition to standard entry jobs, we have meter .readers, whieh are male

positions. We have the same number of male and female clerks. Ninety-five

percent QI-the hiring is at the beginning level.

All start on entry occupations; promoted by seniority. Young men and

women re employed in general office occupations. :.shift work in::clerical

occupations in stations and terminals are open to men.

!Wax recruiting is for.entry level jobs; there are openings for high

school students. We -employ. juniors in large clerical offices.-

Orders for placement are filled according to employer specifications.

Job requirements are an ideal,. .not an actuality. There is reasonable

expectation of a clerical shorzge. There are immediate employment -

opportunities for anyone qualified. A large number of job orders have

specialties, but in general they ask for typing proficiency.

We have 1,500-2,000 in clerical-type jobs in'one area. Were very
successful with the results we get in schools. We are getting better students;

however, do have to test a lot and screen. Our agency wants above average

I. Q.--110-115. We are getting a good calibre of students.

Some jobs ate: clerk-typist, general clerk, calculating machine operator,

key punch operator. There are 40,000 post office jobs--clerks and carriers;

over 350 positions in Southern California. Age requirements are from 16-18

for clerks and carriers.

7



Occupational guides are designed to fill a need for 4Qcurate,-up-to-date,

:oriented jobs. They provide meaningful guides for local markets, information

on future job opportunities, information regarding shortages and surplus in

the job market. Format of the guide includes: job title, duties, and working

conditions. In order to get job information, we study materials _on hand and

in the library, make a preliminary survey by going to different types of

industry and finding out as much information as possible by interviewing those

on the job.

.

.We have about 3,000 el, loyees in the catalog sales_offices-and add 2,500

more between- August and .December. Seventy-five. to eighty per cent are-girls.

We are-intereeted in all kinds of people and all abilities.i:,:andhire-students

just out of-school it' they can pass simple tests, are accurate, .and give

attention to tiler-job-required.

Twenty per cent of our total population is in the clerical class--3/4

are-typist-clerks-.

Competent typists and stenographers dre in demand. Those who have

perfected these skills will find employment opportunities easily and will be

rewarded for them.

Constant need-.--45,000 employees; size and functions increasing steadily.

Excellent promotional opportunities for office clerical employees.

High.schwl graduation not required, but demonsration of comparable

abilities on written test.
f.>

- Entry level classes are: typist - clerk, stenographer, clerk, transcriber

typist, offset duplicator operator aid, tabulating machine operator aid,

telephone operator, and cashier clerk.

Classes which could provide future employment opportunities for high

school students if additional courses were offered to them, such as -medical

or legal.terminology,-or courses in operation of various machinesrare:

medical stenographer, medical transcriber typist, legal stenographer, key

punch operator, tabulating machine operator, calculz..ting machine operator, and

Offtet-ittiplicator machine cperator.

8
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Comments from Conferees on, mlisativ Blanks Job Interviefragallyements
\

\

We discuss add show the young =men the reference_ cheek forms which are

sent to their high school principals for completion.

The new employee is rated on grammar; he has to be able to communicate

understandably. Other needs are: skills, knowledge, and ability. Bonuses

are available for typing and shorthand speeds above the minimum.

Three selection criteria are used: the applicant's school record, results

of our pre-employment tests, and the interview impressions. Generally peaking

high school graduation is a requirement for employment consideration by vs.

Most clerical jobs require typing. However, they include many other

duties: filing, answering the phone, correspondence, and specialised details

related to the function in which the person is working.

Accuracy, judgment, and willingnesi7 to work are needed. The selection

of competent employees is one ot our most important duties, inasmuch as the

efficient operation of our sank depands on the vaJity of our sta:.f. Our

objective is to select those persons' who have the best over-all oualifications(

and, whenever possible, to employ nn.ley those persons who'. have potential for

advancement. The types of qualifications considered for employment are:

iiefsonal----ebars cteristicse and 'speed, -sidlls and knowledg4. ___The,importante

factor in banking is' the fact that we have -Zitar-one-itedfo Sell: and that is

bank service. This means that our job is at least 6o per dent public relations

and 4o per cent job ability. Cur employees have to be vell_groomed, have a

good personality, possess the ability to sell.themselmes to the public,' and

should have the desire to learn.

Typing, neatness, correct format of a letter, and composing of letters

for routine situations particularly are needed.

Basic skills are what we are interested in--no frills. Our research has

shown that a large per cent of girls at the "B" level come from out of state.

If a girl has had nn business experience, we prefer business college training

to a degree from a four-year college.

Proof of ability is the production of work that is mailable. Schools

should, make arrangements to keep skills up until graduation; in some schools

no typing is given in the senior year.

We are reluctant to hire stenotype:operators because we feel that.4:habr

aim is to get experience so that they can go on to court reportingejobs.
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to

a f .

. We :fequire:high school .:graduation or six months' of experience for:stene-
graphic and erste-7-y cleset Treeltions, as well,ae basic knowledge and villiFigness
to work for the salary. Order of preference is: experience, aptitude,
edtte 't .+one:. elf applicant isimeae.,,,the erder of preference is: education?
aptitude, experieuee; this is done because- re expect e. male emplayefe tn A

long-term employee.

Those :with .ty.ping-skille:of 45 words per minute will have oppOrtlinifter
be premeeted and.tmined .stsitistical typists &trill one operators* :baling..
typists., plate typists, -end :teletype operators. Junier .clerks with -gcod
backgrounds in mathematics may be promoted and trained as comptometer operato4ts
and also as accounting clerks. Thcze are many other clerical essigments to
illicit the. qualified junior clerk may be promote.d. . ..e

, "*.

ftxp for a, good,,generaleeducaqonal,background
subjegts and good grades in academic, and business subjects,.. We

want young era/mire Who have prepared themselves for the. business World liy.iaking
yiais of:typing,. one or two years of shorthand, English, buiines0 matki,

ijeesS m chines

When- ia' stenogr4her.I.eav4s her job, we replace_ her with a transcription
machine operator.

,$hOithaied students do.not always get a chance to use their Shorthand skin
on ti 410;1; but need. it to get job. Very few use shorthand. However, we:_

find a goOd stenogripher can punntieate, spell, is generally more accurate,- an&

is a better-typist. Shorthand is a screening device; we feel we get b. better
qualified. girl.

Persons who are well prepared will be considered. We do not stop at high

school or junior college. Ouly people who make the top of the list will be

considered.

Edployees do not develop skill on the job; they need it to get the

Require high school diploma. Familiarize students with standard types of
application blanks, and the proper way to fill them out.

We do not require a high school diploma. Applicants have to be able to
operate miscellaneous office equipment such as offset duplicator, bookkeeping
machines, etc. There are one thousand on the eligible list; we have 40,000

employees. Schools should upgrade typing speed to 60 words per minute since
most jobs involve some typing. Application blank is most Important; prepare
stuAte z on how to fill out the blanks.

Teach high school students about as many businesses as possible so that
they will know what they want to go into; this will make them better applicants.

The importance of the first impression that an applicant for employment

inates-wheneenearthireefor an -ireterview- cannot-:beeoveremp.b.asizedie.particularly
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now that jobs a -'e not as plentiful as they have been in the past. This not

only includes dress and deportment, but the application for employmen+ as well.

w. am Sure 'that you 'are aware that a poorly ade application which*:isAmcoMplete

can .d61 4 or exclude an applicant from prop .r consideration.

At our install, on most entrance levell clerical jobs require some degree

of typing ability.
. i

We may spend too much time on skills ; / teach them how to apply for a job,

how'tojillbutan application blank, and ICIOW to sell their abilitles. We

should familiariZe them with standard types of application blanks. Too mem

students who'cad type 4o words a minute are unable to go out and sepech.for..--

.
%IC

We were puzzled with the fact that Some girls were able tcvtreLAPact bUsips?

over the telephone with dispatch and without raising arguments and resentment

with the oust-mem Other employees who were just as knowleagedbIe;. expi apparently

just as capable,'-were-halling considerable' trouble in communicatingfwith'Custadirs.

At answer has been round, and it is nothing more than the-time of voite4IlieL-

The go.. ce which is immature andof a higher tone has great difficuly*getting

the confidence of the customer as contrasted with the more tature titte:Of.volde.

You :might add to the list of what to teach high school students the need .for a

teenager.to talk like a mature adult,, especially on the telephoiae...
. ;

RecommcndatAons from previous employers are important even though the job

vat pert -time or just for the summer. Apparently, some students.beli reVeithei

work records in this type of employment do not count. The truttrii just the

opposite even though the prior experience was not:in Office work.:

12.
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Comments from Conferees onlczaTileentals--for General Education
and Business Education.

The most important courses offered in high schools are typing, shortha. d,

and business math. We consider grammar, math, spelling, and good Etglish

usage,of primary importance. We would like to trade emphasis on skills for

the emphasis on fundamentals.

The important skills are: handwriting, spelling, math, and good English,

written as well as spoken. Students should be able to write legibly, to spell

correctly, and to figure math accurately.

Schools should give four years of general English; emphasize English

applications, and include public speaking and business English courses.

Applicants need spelling, acceptable knowledge of grammar, and punctua-

tion. Everyone will have to work with figures. Seven out of ten pass a

seventh grade arithmetic test. Arithmetic is the biggest "bugaboo" with

students. They need spelling, too.

\ Our research study on, "Why People are not Employed," shows the following

reasons? they cannot spell, do not either write or speak good english, and

do not possess math ability. Basic fundamentals should be taught in the high

schools; re-emphasize them. The company has responsibility to teach, too.

One thing we are not getting is the knowledge of EAgiish, grammar, and

spelling; need to know how to apply these. Math cannot be emphasized too

strongly; include use of complAters.

All ask for basic skills in spelling, grammar, math.

Reading ability and comprehension are needed by those who plan to be

trained as telephone operators since training is now given by proermmed

instruction.

Knowledge of format and composition of letters is needed by secretaries.
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Comments from Conferees on Business Machines.

$ o t use of omtomees coJc4.1.mwaA4A".Knowledg w5 id."%nU4ineim mina;

ftplicating machines is useful.

Key.tibnch is on the way out. We found that a key punch operator has

manual dexterity which others do not possess, and this dexterity can be put

to use in other related vork.

Students shot ld be familiar with brand names of machines as well as

technical names. If someone asks them to operate an A. B. Dick instead of a

mimeograph, they are lost.

We will hire high school trained key punch operators without experience.

A girl can become accustomed to an electric typewriter in one day. Tests

are given on either manual or electric. A beginning employee usually gets a

manual typewriter on the job.

As fax as training 'on business machines other than the typewriter, we

have little interest in*any ether one than an adding machine. We feel it

is not necessary to train a girl on the transcription machine or cm

nm#ines.. A qualified girl can pick up these skill's on the job. A comptameter

operator needs education beypnd high school.
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Comments from ConfeteeSoLtyersozalitTrasAttitudew-Wrk Habits, and

F"- (fro

is f
C)

Office workers should be willing to do some housekeeping duties itild cater

to the boss; should give extra help and be able to get along with others.

:5: ,

:

The employee 4hiffs"'d A1.7G GI A. I _TWIT.s.J. 4-44.4

P-- PLEASING

11- -ATTENDANCE SHOULD BE GOOD

ss

P-ssPleasing it appearance. This, includes such thingS Make-up,

hair-do and dress for an office.

Pleasing in that she is coostAlsLe. She should get along with the

to-workers, supervisor, and others with whom she' /mist wori.

-121E. in that she' dies -not gossip, spread rUkors',or lbse'hi. temper.

r,,A4-Attendance. She is at work every working day, is alWaYs Oh time, does

-°P not take more time for lunch than is scheduled, and works to the end of

the day. She observes proper health care to attain'this. "

L--Loasa. She takes pride in her work. Does her wo .'k correctly the

first time. Gets instructionsbefore 7sroceding, if she is not

cesstain of how to perform the job. Recognizes that she is important

to the eompany and that-her'w6ik is important to its sucees# 'X'peus

busy, looks for work rather tIlsin-cOasts. Does more thanU'reduired.

Thinks as she worksdoes not do her work like a robot.

Being a P ALwill guarantee success on her job and eventual promotion

t more responsible assignments,

During :the interview there is another requirement we stress' hnd that is

a mature business attitude,which includes ability to get along wIth others,

coming to work regularly and promptly; devoting full skill, care, ana effort

to the job; Out-of 210 dismissal Only one was for lack of skill; others

were for inability to get along.

-.' We require maturity and adaptability-Lemployeis work in ilcvarietiOf

settings, from normal office setting, kich as Assessor'sltiffiaeto'a and at

:General Hoe ital,
s.
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Askemotional tolerance leves'issnost importantand.persons in-positions

Mich phonogkaphers-do have to haVe a great deal of patience, sts work can be

rather boring. Cheerfulness, willingness to do more than is required, willing-

ness to do some housekeeping duties are added traits needed. We want dependable,

reliableemployeessith good attendance. ,

The ability to get along with others is needed. In 90 per cent of the

problem cases it is a question of attitude. They must have an understanding

of whet it takes to succeed on the job.

They need to give eight hours work for eight hours pay.

The business world revolves around inter-personal relations. A cooperative

attitude is important--no employer knowingly hires a troublemaker, Etployers

want reliable people working for them. In a large organization, more attention

may be given toattendance sind punctuality records than in school..

Business shares education's concern over proper dress.

Young people:should be.taught the rule, "A day's'workcfor a day's pay,"

and shat it takes to succeed. They should have a feeling of responsibility.

Give. us someone who has the desire to. work and who .has a- little loyalty.

We stress nature business attitude, ability to getalosg with others,

promptness, regular attendance, .and a willingness to .devote :fun skill and

effort to -the job. .

Office.workers should be willing to do more then is expected and required.

Tex_ ey need to change from wanting; to receive a, .pay check to a good attitude

.
:toward wore.. They have changed from wanting to,.work to wanting to receive a

psy check. lieed to re-establish this attitude toward work.

Dress and appearance need to be taught to young people applying for work.

Employers ask for good grooming.

Girls should be told to watch their dress, hair-dos, and makeup for Zhe

Office. .

The office person has to be well groomed--neat in appearance;.

Some things are needed which might be considered frills by some educators.

One ingredient-is needed--the adjustment:to the business; and officeenvironment:

clothes, attitude, speech, compliance with rules and regulations of the office.

These might be included in a charm course or an elementary psychabmvcanrse.
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In -order, to induce better attendance and keep our employees from leaving,
. we give them one-half day off for. eeery month that they do, net miss a day of

attendance. The emr- )yee cannot.save up more than five days at a tine. The

majority of them take off the time, as soon as it is earned, and seldom save it
up. If they are neither tardy nor absent, they can earn a half day off with
pay. This could add up to a week off with pay. .

We try to determine whether the person will fit into the business. Weak-

nesses seem to be 'attendance and citizenship.

Casualness may lose a job for .-oan applicant. Youngsters need to realize
that sincerity and a desire to serve go a long way in helping them to secure
their -first job and subsequent employment.

r . .

Comments from Conferees on Speed Re Lq j_irements in Shorthand and lisrpewritiAs.

Typewriting rate.is 35 words per minute for. a typist; for ,a stenographer,
45 words per minute. : 'Shorthand speed is. 80 words per, minute.,,..

Minimum typewriting rate is 40 net words per minute with 8,5 per cent
...Accuracy on 10 minute timings; shorthand rate is 90 words per minute with 10

errors. .

Typing . abiJity is recognized, and we will give additional pay per week
for a girl who can match the top speed in typing. In shorthand we will.give
a bonus for a stenographer who can do better than 110 words per minute.

f (She .Appendix. for detailed infonn.ation on the bonus plan.)

. Forty-five words per mistute is cur typing speed; shorthand speed, 80
words ..whit high accuracy. Spelling, punctuation, and proper Sentence
construction are equally important.

Typing speeds are 45 to 6o words per minute; shorthand, 80 to 100 words

per minute.

speed for st.,nlogrephers is, 55'.word.,--4 per ...31nute; shorthand, 80

', wordsTer`minute-.. For secretaries typing .speed is 60 words per.minutel-.;
:thorthend, 90 words per minute. . ;

Typing speed is 55 won 3 per minute; shorthand speed is 80-100 words per

minute, :

Mailable 'work . -is the standard required. Those with -high speed move up

rapidly. However,' they do not need high speed for entry jobs.

Fifty-five words per minute is the typing speed required and 80-85 words
per minute, for shorthand.

25



Typing speed is 40 worcis per minute; shorthand is 90 words per minute.
A transcription machine. operator who spends 50 per cent of her time transcribing

should hate a typing speed of ho words per minute. .

Comments from Conferees on Employment rests.

On the math test, two out of five pass; on"the filing test , three out of

five pass; on the grammar test, two out of five pass. Fractions seem to give

the most trouble on the math test.
.

Written tests as well as proficiency tests are given plus an oral interview.

People who are good typists or who apply for stenographic jobs do better on
clerical tests. We are trying to analyze our tests to see if they are good

;tests - -does s-our written test really test for the job. We use. uniors-An sane

classifications; many are juniors Ly default--came into the business world
later in life. About one-third pass the test. About 20 per cent who are on

,the list get jobs. We place mostly on the intermediate leVel. 'Applicants

are disqualified for difficulty of getting along with others and for a poor

attendance record.

Each year 25;000-are tasted to employ 5,000. Recent-test in high-school

typing showed that of 800 taking the test, one-half passed; on the written

test, 60 per cent passed. About one half take the shorthand test. Our needs

have, :.not been. at theAuntor level. _Mostly 'experienced.;-skill.ed4,plder-people

-are 'wanted. : .

We give clerica4seneral aptitude, vocabulary, and math,tests. W are
delighted with the average scores on these tests.

Some fixms include proofreading and transposition of numbers in,their

tests.

Set standards to get people we need. Raise standards when we don't need

people; laver standards when there is a need.

Tests cover three areas: vocabulary, math, and clerical aptitmde. We

prefer not to select :sew employees from those that get below ho per :cegt on

their test scores. Require high school attendance record and citUensbip
record--both are very inportant.

:: ft

We have an ennual recruitment program; tests are given by teschersjn

schools. It is from these test scores that we select a great nuber of our

-, employees.- They are placed on an eligible list and selected-fmkit, We

get as many as '1,.000 on the list, Test includes vocabulary, math,aud..1clericel

accuracy.
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One of the more important requirements is grammar. Our test is 10 minutes
long and contains 41 total errors. Applicants mprk the number of errors
they find.

All applicants are given a vocabulary test, an arithmetic reaspning.:test,
and a battery of clerical aptitude tests . A .mechanical aptitude (Beitite#t :test
is, administered to IBM operator al,p/icants. bept,g are ,given to thoSe

applying for jobs as typists, key punch, operators , phonographers, and
3terlogi.aphersr4the.latter tvc a-ro =Ian _4.pel.l.ino. test. ;

The raw scores for all tests, other than for skills, are .convertedJ.into
stanines( "standard nine") which show the level of individual performance as
related to group perform.ance. Our minimum cut-off point, is..: ust..beloy
`itiddle 140 =per cent (when group performance by high school gradua:tes,:ii;teCorded

as-;zote113-cUrve).
"- :

Annual High 061 takent Prowls.-- Used for..:typist-clerly-and::
stenographer. We send out a special written test- to; over 100 highlsdhool.sAn

the County. Teachers administer the written examination which tests arith-
-tt.ttical ability, numerical reasoning, vocabIlary; and grartAar. ,1;!ess-,i:than 50

per "gent past.' The teacher, then rates the students' typing.and/of-,,shorthand
speed: -The teacher rates-each student on social skills, neatness:i--4and interest
in offiCe Work. 'Prom..all -these scores an eligible list is -pro4zed with as
many as 1,000 names.

i_ies..2.uttm....ocess. There are three divisions in our testing
.'written test--vocabulary, perception, speed and accuracy, etc.;

skills test--typing and/or shorthand; and the interview - social -skills,
appearance, and interest in office work.

27



OBSERVATIONS, RECOMMIDATT-ONS MD PLANS
. -Lies -.'` C 7: '

:r: 't BUREAU OF BUSINESSEDUCATIOP
!

b. ertunitest': It all three conferences -with representatiVeeftom
*Go#ethment budineaseand industry, there seeS"arapie.procf of jok-opPortunities
for -qutaifiect: high school itaents in entry officeejobg. ;The participants
at the-COnterelte6:1146te tor- thaeopinion that analysis andejayntiiesiiniade
by the Bureau of 1:Uistnets Educe..tionNsot4elected-elob descriptions for-three
entry office jobs - -stenographee, clerk-treist, and clerk, general office --

very- amplete. ; -:.7 . ...: -s; :zee: z:

El;:' -7 .1^ c , ? z; .£e

Need for .,,Ft-andementals-. : --Comments frotebusinessmen :indice.tedethat schools
s -'s -generally do ,es acceptable job in teaching then skills setut !need:to 'tin& w4y.s

to reemphasize the fundamentals. There is a continued need' to -,give,fprime
attention to improving reading, writing, spelling, and simple fundamentals
of mathelatics; Perhaps a ,misre.conceredejelint -effort withs.fell areas', of
:ediosstionsfshould-be expanded. in thit7 direction. -7.-s s'e

; -- es; .= :see .

Recormiendations.,: !Business .educatien 'anould bring the aceidg;of business
,tdethe attention. :of the :English,. mablaematieb7e:And. ersitnseling depart-
tents- tomegreater :extent .than in ethe pat and ,sh.ouldsphare..finOtrigs

e.; Jsism reporteefremslassineess:industrar.,..and Goveremente,comfearenees
publications, etc. ,

"tes.

:As a .result ;O f theethr,eee conferences, tsesugges:t4detbat,.a reirj:ew
,dourseein basiesfundament.alsi-M.given
,thit schools -are .doingetae Tscsteee se:, ;e:

Plan of the Bureau. The Bureau of Businees Education plana, in the.
future, to have conferences for Engliak, mathematics, and business
education teachers to work out trays for closer cooperation in the
occupational preparation of high school students.

Curriculmkameyentem . There apparently is a feeling on the part of some
bIssinessmen and educators that sale of the educational programs are not
realistic in the light of continued technological change.

Recommendation. It is recommended that business, industry, and
Government make it possible for competent secretaries, stenographers,
clerk-typists, and clerks,general office, to work with the Bureau and
selected teams of teachers to assist in the improvement of the business
occupational curriculum.

Plan of the Bureau. The Bureau will make arrangements with. Government,
business, and industry for teams of teachers to observe and inter-Tice
office vorkers on the Job, to take orientation-tr-aining courseseand to
e ployment tests in over ;..e and update the curriculum for job -
training programs.

tiMsIIMIAR41111.1110.11... 1411.**,
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t-Zob.oriented ....irseSequences More emphasis is now-b.ei47.iiii:WICTob-
oriented course sequences since the Vocational p4a.atkpnal:A0,!4,96.1z. A
sequence should insure that a student will take -certain courses needed, for
an eutry?..office '

1 , , ftz.

Recommendations. The three conferences report a need for more training
job,.gr.gpming and:job:interview .,techniques. Trued -werarel,teaching

tb,is:A*Nent P.1tt!7.7 7 but perhaps we are no reaching ona
YpIlqwing,thrpugh on the job eequence on, the part of busipetmtkLeclucation

1.;.departmentsiAnq counseling -staffs for students woulc_l raa'Ae
more effective for a larger number.

-(icsvenment ,- business", -and Industry should be made AFF)-re, ckff..4,01,Priented
course sequences . ceA3t-ificates of completion for ,O15.-!':,[a*frf -0:014:641.14s

might be given to students.

Shorthand. The opinion was expressed by a "number of participants atIthei.:47p,
conferences that a knowledge of shorthand is used as a screening device,
aid often: the girls, ,selected. Tas

can n get.a.bsetter quali tied girl 4i the jerect
one who has had shorthand training.

,

Iteccirmenditions Businessmen,- -shoUld, be made .aware -:a th-e'mairtecords
kept on students in the attendance departments, in the ,c_oup..:s4ing
offices, and by the registrars. It is suggested that schools have
onfer.ences for .businessmea. which Trou/.4 include visits to! the

mentioled above and talks by .those in charge.

will accept school certificates --for:skiA.14,:in
shorthand and :typing. ,,Achools should work with ..bus_ineSs anA4n,fitOtry,

.to acceit sancl, i addition, ...-c.841 '1.Pa
attendance records. and tt.results on standard--:tepts,;;,_

;.:4-1..-yeA,,byi.,:the counseling staffs. -In this way business gettzthg
s.tAdentecomm.euded ;by the _schools _as, goad potential: office-.4crkersk
businepould saming a great, deal of tie and expense i4;te,s_tin,,gj

.,..:44,442-ce,-p4yly give tests, similar to -those given by counselors,

it was thought t.ileit in many cases students lost their sP.P4
time they applied for ,a .job,be,cause they had ,taken their typing course4:,on
the sophomore or junior levels.

fi 7.7

8ctms, provision should be made -for'.:iiidelit-104-,,: do
not take pepretarial or clerical practice. courses to keep up their

, .

Electric, vs. Ma.nual. iipstylausinessMen yere of,. the, opinion that.,a, typist could
from3,..a ivanual tc,an lectric, typewriter in, one day. They stated that

the girl in the beginning job usually gets a manua.1, typewriterc-

29
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Reom!nendation. Where traIning is given on electric tçwrtrs only
jLston soüi be adè on tA senor Iev 1 gve ctice

'it.

- - r: :- -- :

lerkcl Procedures. Conferees made the comment that m.*é and ioie tbè

genra1 office clerk I required to have xi acceptable typing speed.
-' -

t,ç

ecoiindaion
T

Sttdeta taking c1eicai pra.ctice coui'éi should have

iñoi tit one year Ô± tpng in order i dre1op cf

peed dn sti aiglit copy and producifon tyig. !t f rt er 'ypin

'-enie stpédup to :gé this df aini; 'then dite' ear VoUld

besufficient. .-
"-'

,i: est anged lr 1véininute to ten in'iie:ininge

afrài minuéto ñet-words a i±inute.
r :1

In one firni, above average rates were rewarded with bonuses in pay. (See

Appéndf f&rate aM bonuses.)
-- i_i

:- - -, i;. ----

Clerloal Vds Aplidn'tihd.-ere good tis :offd 'thOiè thci 'pplj:ro

stnoapJ.i1c a1s dd -better on clerical tets acco'd.tng to one coi19erees
*3. t .- ..-*-

Recotaniendation, This wou1 indicate that perhaps scne training., in
-

- - -\ .

tabn emlovinent tests shoula be- givefl in all jobboraented- course
.: i-:.. :-.

_2i.'

-:' L- ------ --

)
l - -

ti&rds. 4 tilecoy wa st.ted s the proof o? satisfa2toy Wozk.

A letter received frorn one conference participant Btates: FollowIng. the

onrn.c ilehã hd a nnibéi' of isèuiôrth on heribject
bgh-hooi tud.é s-6x the biiines world. Oñäint'that

caxae o41t of th may i-xdicáte an area #here busins could. help aöhotls.

It is itiroviding p'oof, if yox wilL, that tie staiidards t tdth by

eIfér coi-idfth mp1oe±i èquIe is--thridecê i hdt,-t4t wiiatS-. - . -'--.- - , .- - -

-. --U "-'-
t1ools ach is well-grounded practically and is not ivory to're

thorj.< Many 'high-schcol studerrcs visit our o'fIce with s choól tour fgroups.

We have not-edt 0f uipiPe on thei ptrt, fór êle, ithèn they
hear of our interest in attendance and. punctuality. Interviewers In ou

p1ji&ffice often see reaction3 of cdibelIef when a non higb.'.schàbi4

rdV1s ti 6 our nitIiiniizn emIb urecLuirem1ts." -'
-

'I

Recoiniendations. As stated in the above paragraph, students should b
- -- - - A . -

-- rna sbant]r warW that vhat i' *ècted iI schQo-i 1a 3pected
the They ni'Ore buiness lit,e job dee i'tons, jorating

sheets, employee handbooks, employee records, nd.fors; plus bfice

turs, bus1nes speakers, observation ofrice programs, and work.-

binè we cen inlxde 'the" s -diaeithi
-hèbtr -w'wifl b& able to I r&üsXtudthJt with that'i& ed

of thenir'bn'%1ie- jób.
-

:- :
c$



AcIttocCammittees. In order that employers may continue their interest in
making suggestions for improving business education programs, they must be
given an opportunity on a continuing basis to observe the educational
techniques -which are used to achieve the objectives of business occupational
training.

Plan of the Bureau. It is the plan of the Bureau to appoint a State
advisory committee frcm tirs participants at the three conferences held
in Sacramento, Los Angeles, and San Francisco in this field of entry
office jobs for high-school students. Business teachers, counselors,
and teachers of English and mathematics should be members of State and
local advisory committees, as well as members of the administrative
staff end former student :i on the jr111Q-

§ymestions for Workshops in Business Education. Workshops with
home economics, industrial, and agriculture education teachers should be
held to develop combination job-training sequences. Other departments of
the school should be included, too.

Business education should have school workshops for representatives from
Government, business, and industry, so that they can become familiar with
courses of study, instructional materials -- including those from Government,
business, and industryand audio-visual aids used in business-education
programs. These workshops should include observation programs within the
school--the business education facilities, equipment, placement office, etc.;
the attendance department; and the counseling office. Records kept for
students, tests t,iven by the counseling office, and Information on students
available to employers should be stressed.

Other business education workshops with the following groups are suggested:
principals, counselors, and teachers from elementary and junior high se}nols;
mathematics and English teachers; representatives from Government, business,
and industry, and teachers of mathematics and English; high school
counselors and administrators; office workers on the job; office supervisors
and training directors; professional organizations in all areas of education;
parents; members of school boards; and representatives from Government,
business, and industry--to develop resource materials.

Assistance from the Bureau. The Bureau will be happy to give assistance
with the workshops.
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AN ANALYSIS OF ENTRY REQUIREMENTS FOR SOME

JOBS IN TELE OFFICE OCCUPATIONS FOR HIGH SCHOOL STUDENTS

(FOR REVIEW PURPOSES ONLY)

The Sts:'%',e Personnel Board job descriptions were used as
a base and material taken 'frdra these descriptions is
indicated in the analysis without an asterisk; additional
data taken from job descriptions from other Government
agencies are indicated with one asterisk; other informa-
tion on job descriptions from business and industry is
indicated with two asterisks.

CALIFORNIA STATE DEPARTMENT OF EDUCATION
BUREAU OF BUSINESS EDUCATION

721 CAPITOL MALL
SACRA.MEATO, CALIIORNIA 95814

MAY, 1965
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STATE PERSONNEL BOARD
*OTHER GOVERNMENT AGENCIES

**BUSINESS AND INDUSTRY

8r.PENOGRAPETER

KNOWLEDGE AND ABILITIES NEEDED

Aptitude for and ability to perform
.41eripal:.atid.'`atenographic work
including ability to follow oral
and written diredticini

..= -Willingness to 'follow a prescribed.
Tolitilie

-1*.Exercise Isckaci "independent judgment
**Abilitr, to"ccincentrite
!Ability to 'work rapidly
A*,AcouStival Acuity
**Cooperation .141;th..,others

watt:6d r.enoitipliic
vratedure; 4stifnli shed by
cican-paiit; and not closely
supervised or checked

**Rapid : Widitie:::end.'TeOmpreherision
**Skill in composition

Skilhin verbal expression;

Terice'Sqdicta-eibtr and -transeiii4s
Cdrresp'ondelide
aocirti
Memeriuida
Other

May Use, trans6ii.:*ti on'
iiUses Shorthandor stenotype

**Records time, place, and person
requiring stenographic service

**Transcribes using required stationery

....

Handles mail
Receives
Dispatches
Distributes

*Maintains mailing lists
*Sends out materialletters.

reports, etc.
**Opens, time stamps, and

distributes
33

,

irIblibeallailliMINIV14111111111111111"Itiblit::

bitittt MALY0=1100.11.1.
**Records ove1,1t)#e spent

---iiervieing individual
**Assists phonographers ,and, typists

when work logci, is 146.1Y"
**Dictatio.fl fr-m-, one 'ar-_ Ziore persons

rnlettrs
ilOughtdrqt s-Oterie3s
Other fsaiii0014 ,49T:gents

eind other
duplicating mate:4-14s

*Reports

**Oral japa;pOpy.anstructions
Cuts. ext. cl gectograph

pas:ter Opies
,

Uses tol1originachiue s
May operate .,dliplic:ptp.r and

other o'kfice,,e.quipment
*Adding machine

*Transcribing.iactane,::i
*Calculator
*Mimeograph:- and teIec.1%,...*7

,,typeii:iter4

Serves:as,receptionist
Re..V.Irs telephone calls and

visitors to appropriate
staff member

*Furnishes desired informa-
tion when necessary

**Schedules appointments.
**Greets visitors
**Keeps tickler
**Takes messages

.....wwwwwwo.OMPOr 40MOMISOWINONIVO,



STENOGVAPBER

STATE PERSONNEL BOARD
*OTHER COVERNMENT AGENCIES

**BUSIN'ESS-AND INDUSTRY

DUTIES (CONTD. )

- .7-.--v.Telephone
' **Arl6TA1,4±'`,1

lis.;60 pr ce of6ourifte-feisin.;_oairralation

*Answers routine ,ingtaribs
OperateSA.6,00r'etaiial switchboard

O d4d:r0.ief work on PBX
*Takes meg :ftiActAR

Files mateirals ..aq0rding to
seQifid p_rbc4edures

*Mainialneof.fices files, records
and '-'iiidexeS3 14guding

cilerSYSteiliOnd'ile:"" f011:OW-4Ps
Solite; 'of' asidnbles

iiiiiteYVELV in alphabetical
or numerical order

reCoi7iis

Keeps simple. records
**Does jjI bdolikeepng
**Collects- at

Prepares' reports A*

Assidts" iñpreparatiori of
reports and statistical
Sithunaries folloWitte
detailed instructions

.

34
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, -DUTIES CCONTD.;.)

,

Other duties .-:, ,

*May supervise typing'
work of eniployees assigned
to assist, .in-;?the-viiiit

**Trains and,. instructs:: ei

employees as -:diir:ettie
**May post-,or 'record -Aata-Aiiithout

,changimg the
.*,**May- perform. aputations*:,

vubject, tal.imiediate
chea4or-talance

PERSONALITY- -TifAITSi(7.---.",,

**Initiative -

SPEW REQUIRD1ENTS

Braorthandr 4P, . w,PrAs. minute
*Shorthand--80-. words,-.perininute
*Shorthand--80 wordS.'perALinute

with 90% accur,acr,,,,-,::
*Shorthand--90 words ::nwminute

**Shorthand-40-740,0:
.-Jainute:. t, -;

4 %thi

.711,.- c
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ielected Goverxment Job 1critt1ons for (cotd.).-.---- -.-- ------ ----

óbts1n av1çf S srn Pecti
rowtes to ob Order clerk for necery action.

.
inifr th..proges ifforination A ±edeot ctivftie:

of reai'vorc on work orders oessL. p

dbac from Job Order 4rk on gx t ordea
antt/or iys itiipated or ercoimtered

rt hopaborànd coser1iork Mairitarjá'
:t' r&rd j laboind r

each work order for reference use in work scheduling.:::.!?
Checks feedback informion against work orders for

rac3, aipst data to pôp-e aë t;- Makes
file develop par shot, au
cocts attributable to particular type equipment Asist
Job Order Ci.erk a& nedsar' toeirita11i orkfløw.

Performs other d.utie& s. assined.

D*efinitiou. Under uperis1on, to..
woit ii ta1fim and transcribing Lictation, tping, and in perfodn eelat
thcwàrk; at o do other-vok ä required.

- --. --. .r

Job cha'acteristics. The class of JinLor Stograthcr 11t±
artratning Lss fpr iersons whc wish to promote ir the steraher sees.

eye ii tis'biss works hde ietaiid xperviLoii etL
oñ.-t.u.jo tthiin i1he- ñ6t'apbic 3 lerie&. practis of the eif;

:.

Tkes rind tths rLb diett1on c tsdg of eee
repbs, and otber .tèrLa3i ; ol1ing' speif1* t1re.tion
form 1ttr, roiih &ratt t'1a, áñT cc-zn &ts & dt
proeads com1eted iaerials fox. errors; may traxioribe öictating ch.in

reco;ds; rear téndls aM other mâeriaIs for xIIcatiu and.

keps'sip1e recos foi1otng aetaiia strctin ssits in tb'è

tion o±eports a& tatistica.l i1maries; rec.±ve ,' 5j45
il; erirés as receptionis1 ±eferring t1ephone coils arid vi3ior to

appropriate staff members; files mat1ls fiis ddi-
peced. roceAuay operate duiáating mp.chine and otberL offic

uipient. ,
'

- - '4t.-- '

Pssio id Statè 0f
-. .. - ..

certificate of pro ciency in shorthand for 80 words minuié
an'

,-\_._ e -

.

Possèssión of C r4id State of C i'ô'ni e'tificat tt cfibtàiy
It.., p. - -.

in typing for 1O vord a miwxte;
.',

Educatioø qtvalnt to 'comp1ticin o± the télfb (thI
exerinc may b stibstttutei for the required eductie on a ea-for-ear

41
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STATE PERSONNEL BOARD
*OTHER GOVERISINENT AGENCIES

**BUSINESS AND INDUSTRY

DUTIES (CONTD. )

Serves ass. reCeptionist
*Waits on public
*Answers rcutine inquiries

in person

Uses mathematics
Makes and checks simple

arithmetical computations
*Nay perform arithmetic 'computations

subject to check

CLERK -- TYPIST

Telephone
finsvel-...s routine inquiTies by

telephone
fay operate a small switchboard

411Cleitcs 'messages .

**Transfers calls
* *Arranges for retiirn

Files
Indexes

*Codes ."
*Cross-references records or

files according to
established procedures

*caves filing alphabetical,
nuceri cal claronolOgi cal 9

and code
*Pulls and charges out

**Maintains circular .files
**Maintains tickler -for department

Affairs

_Other duties
-Checks columns of figures
*Receives and charges out supplies

**processes varied orders
ck**Maintains records
.*St'alips neVspapers
**Ts-Ises dictation in longhand

36

DUTIES (CONTD.)

Othei'd-Uti64.;(bentd.)
**Keeps supply room
**Operates transcribing taidhines
* *Assembles data from'veirious

sources'',
**May determine acoixracy- cif

e

'Imfo'.7.mation 'by direct
compe6bn to ,a standard

**2v.lay perform arittniette-compu-
: tatiOnd subjeCt to .bheck

**Regularly performi ei'Variety,
of -aerial' work

I ' *"'

'PERSONALfTY' TRAITS

*Friendly manner 'and. attractive
'personality-

,**High -eMizytional to;lerande "level
**Courteous
**Helpful attitude'

SPEED REQUIREMENTS -.

Typing-40 cords per minute
*Typing-40 net words

per minute
*Typing-45 net words per minute
*Typing-40-50 words per .minute
*Ability to type at 45 words 'per

minute
**Typing-50-60 words 'per minute
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CLERK y GENERAL OFFICE

STATE PERSOICEL BO.ARD
41011IER GOVERNMENT AG CII0

*BUSINESS. D IlibUSTRY

KNOWritiZt '.1111151BILITlidjitEDED

Aptitude for and ability to perform
simple clerical work including
ability to spell correctly,
use good Ehglish, and make
arithmetical computations

Ability to follow directions
Willingness to follow a prescribed

routine
*Independent action

likAbility to grasp details quickly
and retain them

**Analytical mind
**Ability to learn
**Capacity to progress

DUTIES

Handles mil
Opens

Time stamps
Sorts
Distributes
Assists in maintaining

mailing lists
Addresses, stuffs, and

stamps envelopes

Types

*Codes documents
*Prepares input data sheets for

computer operations
*Maintains timecards for a group

employees
*Maintains such files as:

Jacket files of work order
in process

Accumulates daily work
time tickets

Prepares weekly reports
reflecting equipment
in process

DUTIE10MD:

Types (contd.)

**Fills ineformsor:fvn.letters
names, addresses, dates,

awl 4mounts :

**From rough draft (handwriting)
or from ordinarYe corrected
:'VTIPYritten copy; includes
.preparation of correspondence

Uses following-machines,
Duplicator , : me
.01Mler office appliances
Numbering e fe.
Dating

,stamps papers. and documents
**Addihg' Machipp,;1;.:i
**Calculators <
**Knowledge of type*ritrex:Ikeyboard

for jOin
**Some knoyledge of typing,skill

.fOr.Ome sj.obp
**Postage machi*i.. .F!t.

Uses mathematiasf.,
Simple arithinetic computation

**Checking calculations
**Financial transactions
**Bank deposits
**Reconciliation of statements

Files

of Sorts

Distributes
Files cards, letters , dhecks,

and other documents
Assists in maintaining files

**Alphabetical, numerical, and
chronological

**Simple code

**Locates and removes material from
files when requested
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STATE PERSONNEL BOAr;
*OTHER GOVERNI1011 AGENCIES

**BUSIMS AND INDUSTRY

("NTD.)

SrAJERIC = GENERAL OFFICE

Handles supplies
Procures ., ,

pietributes
* *Receives

.**Stores
**Issues. .supplies and forms
**Receives incoming orders

and maintains inventory

Other duties
Clips newspapers:and pastes

and arrange z. clippings
Fills in and sendA out foym.

and circular letters
Looks up inform.e.tion
Assists in compiling and

tabulating simple
statistical data

Assists- in maintaining card
indexes

.

*Bookkeeping
**Posts
*tiSeardx-ts files for obscure --

subject wetter
**Classifies , indexes, mi. bilefs

subject-- matter of average
difficulty

38

PERSONALITY TRAITS

*judgment
*Responsibility for accuracy

**Flexible
**Courteous
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SELEGITED JOB Mg:RIM:OM FROM GOyERNieNT BUSINESS AND INDUSTRi

- 4*i f'!'"

Selected Government ;rob Descriptions for Sterio0ii
, 4.4 .-,-!;.;= of

, Definition. 7. Takeei ,steup&raphic :notes. end transcribes them ter,
exid.perforpp ..c3riaaj. duties requiring...,:working_lulowledge of. qubjeg-41184t4,
and the clerical functions invol.v.edqud the ..use :of .initiattve_ and indqpentleOt
aft.Amowempoll. val4.1.1%4rs ft 10.e.^^mrlifmciel yo.nnoriirtrA-

sz - .; ...
pcjim;ples of duties. Takes dictation in shorthand or *on a'Ate`40tSetig4a9ffine

and transcribes it or. a typewriter. (An employee in this class occasionally nlaP
trite ,diction !of a .tect*Jcal or :scientific:. nature)

gep,ers4; typing.
.; .

; .

szAA4 ,es,lOtters memoraild:1-sreparts,,, .statkstt,pal tables,

. : : 4 :.
Assists in checking and comparinc, completed work.

fit.i I . :

sweri.,Ahe telephone, operati,n g a secietartig:ewitOboagd or
doing reljt R.B.X. work, refers pills 'to the ,proper sour: .foriirtfoi*tion_
and Oxisvtera.r-Outine inquiries. .

Acts as receptionist, directing the public and otheis ftusraStiing
desirgkWormation wheneverJx?ssible.

.,.
144Ataiiis office records, and indexes inc17.24ing..ticklet

and follow-ups.-,
. :.: :;;;

Receives and receipts for money in cc.:-ueltion with the issuance of permits
or licenses., ,the making of .deposits .or the keeping of a tg cash fund.

,;. . ,. . _Li,;:.;
leeparis reqUisl..tiOn0: fOr supplies and assists in general Stipt#.4"littirk.

--, .

7.i.-. . .-
. , .. -, .-x - , - , ...

ilai,ri*-41d Mailing. l Sts and sends out *attiri;aVitzdh 40 i'letf..e*3- :..41orts
and tOlf..a.isions-a0ording,to established, .

Incidentally operates office machines such as adding
machines, transcribing machines, celculators, mimeographs

. . r
/.4 . r .

-
" . , or :t4etypewriters.

140;iiiriervise'ty. ping' or dieribei work of employees errtO'asiist in, - . "
the work.

Training And experience: No experience is required.

'tfdteiti-Ort 'i!atei 90 words -per. miliatite -:`:
.

fterr...sin..........rmo,
' ..
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Selected. C40'vernmezt Job tisns fait (potil;d.)

Suoervisory controls. corks under the general supervision of an employee
NommanmUsemonnavorgweatpumvasammprpmats...........

*Of a higher grade, Performs work accOrding to established operating jracedures
and i'ed'einrfai.-'special assignments with verbal or written irxtructions..
is' subject to review for quality and quantity.

Mtn or duties. Serves as Clerk-St )nographer, and performs cleri-al. work
-of type and "ccmolexity indidated below:

Takes dictation in shorthand and transcribes. May also -brat:46241d

,dictation ,from records, utilizing a reproducer. Dictation consists
corresioriden.ce, 'reports, and procedureS and inVoived, e: Variety

of subject matter and to Material is either typed`in fide/
form or in draft form as requested by dictator.

On own initiative or from very brief
_

verbal al informatign , composes

and a a 4ariety of letteri, reports
,and manor4dun..-Tregmently

must iefei to previouslywritten' reports and other'datti
the office or in other depot activities to se.c.iire infOimation for
final. composition,

Receives visitors to the activity and answers" indoming -r,elephone

calls. Pe.zsonally answers questions or solves problems when
"ptissrble. Rgdords messages and informs personnel of 'calls :recepre'd
while they were busy and could not be interrupted. or were
the office.

13a0ed on Ui of instruc tions as to material needed, b`t'in
with.tn the activity to which assigned,. for Dresentatipn or discussion
at conferences within Or 'outside the intAallation, gathers all
available ,information .from files.; records reports, .contacttng
tither perionnel the office neea.d.for7reqti.i.ted
Compiles and assembles information in the manner which best st'i-tre
the need.,

= ;

Maintains office files of correspondence, resaations, directivco,
, Aur!ierically, alphabetically or as. best suited. for the subject

Maiter. Sets up new 'files as required. for special projects.

Performs production scheduling dutieI under superflsion 4-the
Supervisory Administrative Clerk.

Receives repair work requests from depot activities and
schedules input into Divisiont,shops. Coordinptes,Fith Job
Order Clerk on the actual time schedule ass:Lin/lento,
requirements, and committments. Prepares work orders
based upon existing priorities and in-progress service
projects; allocates work order schedule space sequence;
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Selected Government Job 1criptions for Sten2F. ey9 (contd.)

obtains, .approiro.1 of thvis Pctign CpWctrAler.a.td -,; 4,

routes to yob Order Clerk for necessary action.
, , ,;t" :"3 ,f;;,

ire.pregress information. Sidd.See .degiot
'of repair'vork. status on work orders inrprogress litectivez
feedback from Job Order clerk on progr4SS.of work orders
and/or di1.,.14ys anticipated or encountered.

1446brds'.,,taop-Eaborband cotitts 'perit (Oder.-- Mainta;Blid r.
7:1 rCdor d:9 dt a labok''Jand materiel-dostidi!expended-cirn-_-':-

each work order for reference use in work scheduling.
Checks feedback information against work orders for
gdaiire.ei,-'afia'pbstS data to 1S-tor.-.--er-addoilittr;;-14-akeS`-i..',-
f'ile.S.earch&i,:t:5 develop pAiti,- shop taii#-2- and- labzr
costs attributable to pa.rticulartype equipment,. Assists'
Job Order Cierk as: nedggsai-i

Performs other duties_ as. assigned.

Definition. Under iuperiiision7; to.. do'Sikple _tensigx.e0111:?:4174.C.:40,11.04,1-7z-i:
wort in talfing _and transcribing dictation, t7ping, and in perf.:,=:_t7taing related

to-- do other wk
kliZ; t ;" .

Job characteristics. The class of Junior Stenographer l:-ttYt.actultina----T.--
raining class fpr persons who wish to promote in the stemgrapher series.

A4:emPiree i tis 'bi.ss workt uder netviiozi aet1E
on-.tbe...jo tMining ienhe StezliSraphie id eri& prabtiei4s of thetts,i3e4 .1:

-.; ;- '3:-N -

s+Y ;. -

... takes and trithscribei dictation consi-Stinr or ebfket-b6=- Aence
t'epbitp,,,,.#0±irgn-at,, and 6therte:ria1 gr;'lki1tYroiti-speciii-e dir6iftitsts ty
form fetters, 1.61..igh diatt ni:itkratai'; am- completes -vt,..iiiaus fm
proofreads completed materials for. errors may transcribe dictating rnachin
recoi#,;:pr,epikre6 off iiiiitterialp for di*licatip,t;r..pbiit-k*, end,
keos, siTple recw.:43' :iii'etructions);`As' siits

etnAL Aiatcsti,c4s- 03ittiaries';*
mail; derns reaeptiiSnite:keferriig t4ieplion6 tail and 4-isitcila
appropriate staff members; files ia34-eil1s in estbli l6d*fi-As adecikdi
.speciaed procedure,- may operate dulAies,ting machines and other, office

?'

Vg.IP-PMAt 's. 'Clii': I;
.

,% .. '.:. ....::7

r.,.
Minimum ualificatfozii. Possession "Of' ii. Ife.3:id State of Ciaitri. -1-'` ''

certificate of proficiency in shorthand for 80 words a minute i , ''''-1 : :") 147' 1 '''''11

- and.
..v.t.rs, -:-..' in f.f.t.0A f,1 ,

)Possession of a vAlid State of CF.113:Petnikl cetificate'Of'troti'cie..
..,-t , . - 'i 01 ,.. -,:: !.:..-,= -: -,----- 1 iv, : .:.,...-,in typing for 40 vc;rds a minute.

and
Edu.eati tvant to 'compijtiot; of the tvelfth

experiAatel may be substituted for the required education on a yea..."..-for-year

41.
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Selected Government Job D22tiolis. for Stenographers (contdO
,

basis.) Students who are enrolled in the last semester of the twelfth grade
at the :time an examination for this class is announced yrilli.be.;..admitted to
the -:::xamination, -but they must submit e".-idence of graduation before they
cm be considered eligible for appointment. .

and
Wylnulatioam And abilities:

Ability to perform simple clerical e,nd stenographic wor4; spell correctly,
use good English', and meke arithmetic eragutationg; follow_ oral and written
directions.,.

.: =;:;. 9-:.

Special personal characteristic: Aptitude for perfonqing simple
clerical-,and!stenographic. worlt; willingness, to follow a.,,preScribed routine.

t

-is 7" '
" ' '; .4" ;4: 4',-4

iqonthly campeasation: 34-5-;102 7, :380 ,399

_.1....

Selected Government .1.1-212-,2escis for Clerk-Tulat_ , .7.<,.. ,:, - 4 ,, ;

-
:-.; :4 --:- ' ---- '.' 1. -:: f: -':-. ..; ;V.:: -..',(. : Y" .-... - ..;.7 1_;- ',Itr.-1.4

Defthition . Uzder e-o.p..?.rvision Ap..type from ordinary ,manutiorliptor,..f#:p.
vrinted or typewritten me.tter; to do illaple clerical work and to do Abei
worc.k:: a4..'re%W..red. .

,

i t t y k L a k t a . s ! _ s . es rg4,rxe._ lega;17,. ilap-44!_enfigr, requirm4t1;ons.,
eilrartsi,..e.stimates _.,Xnvoicea -,btl,4s,.,

sheets t, uar.fle, wd orders.; cuts etencils, 'opra-tes
vecei.vea., distr-j:but.es,,snd 3.ispatcha.A.Vai4,4,tikes

chk .e 441.-41=eticp.1, ct.auputatiptr4
ppne-L,A,Ilips..a4...-..wappilers;:i.,ndett,e.s. an4 giles,t ati,dree$eu eeI

, ;
I-1:+P- ._.

eg",f-s3 catiox,t3.. Ecto4 v.ent t compli)ic`m

,e,-ytla aracle., f,,plerice0..e44.44-e...0.ence niPv: be sub,stitute0..-fqr tIe taki4*0.__:
,1-e41,441.op,, on A$I,.year4,-e014ye-o-r be )- Sb4-ektSI --iihci,efeli, a'n',4'9.1.1.467#1--=t14-0-1.-4,4t-1

semestl.er -of- :the.4.1-relft.1 grade the kim. an et.alliDA,'470.12 for A S ...1. I, -
, ..

t i tArt -);iiii+14 4i-''
,

t .4 ,,i
.- 't

.-.

40 v Iord4.41,ntimite,from .ord;,,.,tnery manpscript or or typewrif et-al;
anwrage4:141:k. le at to the. examinatl,t)n. . .

-;.----, f.,3 , i.. : . -
.e...W;i

.-. _, .

A
illiflityto: perforz simple eleriCal 1-kr.ork.; spe3.71.'dbrrectlf, Af-,le,:$00

English and make arithmetical emputations; type at a speed ct rnt leu at

follow dtions., .. .
.. _.

.: :-z is ...---,-... .,. .: .1. . -t ti n --',,,, - t- :.
atd

. special Dersonal. char4cteristics: Aptitude for performing s le
.alerfaal Work; willingdess to foil ot el presevit'ed ivutines.

othL Compengatial;t: $,32.1. 337 353 371 39

42
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selected Government ,TA psczip. tions for_ Clerk-Tzpisl (contd. )

Does skilled trping" Work.' and .imirformS` .general: '63:arida.
requiring a working knowledge of subject matter and the clerical functions
involved and the use of initiative and indeiiendert juasibiebt 'recAt-nized
procedure. '!": ' ,

- :ambles of duties. Typewrites from plain and corrected cop ' apd.rough
dart , ftiolli verbal. instructions ,- irouch...e-ss ,
receipts, lists, orders, schedules, notices,' file' :caidi,
certified copies of documents.

Arranges routine material for typing
: .

Cats stencils.
ctize publid or acts a teceilti.Oniat. i a .dinalofii::e; ansvers

routine inquiries in person or * telephone..

Indexes, codes and cross-references .records or files according to

established procedumz.

Does- en. 'WO of filing (a113habetiCal; nuterical;'-CAltioli*iiiii4iid code)

andlialld and charges out 'file material?. '1"-": ."; ;#--' "-

. c. .--% 4.t.c.I

Sorts and arranges documents or correspondence in alphabetical or wmerical
:

.

orde=r. .r
-,t

. ,

Makes routine checks of clerical work for'fioinpliance'irith tiiokicia
requirements of form and content,

Pos4 data, keeps records and prepares :reportk accordenAte with
PfedetermiA'ea forms proC'eahres. ; 1. ", ;--"

: !.: s l -

ottt orders-;'it-4es,.reipts,
. .

,; =7!

CTere.tes various office machines or equipment rectuiring_.11:44.e specializea
, ..

Makes routine adjuitme.n.to tiroUgh tletn.o:ne 'eriali or interd6fartmentel
DMOS..

Crtens-,sorts';' tike steirt.pb' and routes incontingothail; stilff-V;"seals, staaps,
deters end' tee sters'-- oithgoing cr'

Does =paring and proofreading.

36,4.rches

Computes

rethl-ds mad files for °AUL.
.

1 )11 -1 '

.4

and receives fIN.,.es when the amount is riot- iii qtle'611.on' co is read!V
obtaimble fry

e

fixed schedules.
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Selected Goverment Job Descrintions for CieritTArDist (contd. )

liequisitions, receives and charges out supplies.

May operate a small telephone switchboard.

'4\<ts,'
,.:,..............mareftbevomiNWWWW11111110ftWONAOWNIdWi440WaNdlii0-

.Collects and cleltvers correspondence, records, packages, etc.-, on regular

messenger rounds; pia upon request,

!animus Resuirements:

Training and experience: No experience is required.

Typewriting Ability to type at the rate of 40 net stroke

-*words per minute.

.

er....sgalrols. Receiving, supervision .from a higher graded employee,

performs Nork according, to established procedures or specific instructions.
Work is reviewed for quality and quantity.

Major dirties. Serves as a Clerk-Typist, normally assigned to a specific
activity, but reassigned as necessary. May receive training assignments

leading to higher level responsibility.

Typical examples of work performed include:

.

Type Material from clean copy involving.verlarttim _duplicates, material
from rough drafts with clearly indicated revisions or from specifiC

verbal instructio.nse and, tabular. material when items and simple

headings are preselected or specifically identified.

material , alphabetically, by subject matter or.,..,

according to an established system. Performs uncomplicated classifying

indexing, cross-indexing and searching of fl.les.
sss

Receirres sorts and routes incoming mail. Receives visitors, answers

Inq4viss, obtaiss,sinfcrmation requested and refers toaroper
officials. Answers telephone, records messages and intprigs personnel,

of calls.

Uses dictionhries, manual e and other references to compare and

comes varioss correspondence, forms,, packets, etc. ; assesples

information and data for reports, booklets, briefs, etc. following

, ; specifiqrguidelines.

Maintains timecard:; for a group of s-.sploys,es. Posts tiiie,1cl'.;eand
payroll information to cards; obtains required.initials, leave slips

and. medical certificates;. and makes...notations on unusualentries.

Performs otl)ass duties as assigned.

.14, ..
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Selected Goverment Job Descriptions for C1erls-.1st (contd.)

e salarz range is $365 to $497 per month. In" some positions, higher
salaries are paid for nightwork.

The- ditties. A Clerk-Typist types; performs clerical duties requiring
the exercise of some independent Judgment; and does related work.

-rrie .
1-.0-i..

1.- Graduation from high school; or
e ,

2. Staading as a high school senior. However, you cannot be
appointed.untilTroof of high schoolgraduation is submitted.

The ability to type 4.5 net words per minute is desired.

If you- pass the written and performance tests and interview, youme,y
then file your application with a $1,00 filing fee.

Alk....M11.1.

Supervisory...3tro/s. Works under supervision.of Chiefs .Cluality Control
Office. Supervisor assigns and reviews duties, indicates procedures to follow,
results desired, and provides special instructions on non-routine problems

encountered. Work is reviewed for accuracy and compliance with established
instructions.

Major duties. Performi clerical and typing duties required in preparation
of reportgyrgarretponcience, statistical records., charts, and ma.iii.taiNaig'
files of technical references_. and inspection data.

Compiles, arranges:: and types reports- of quality control inspections
parfbrmed 1)r-the inspertion staff. Obtains, information from:- inspection,:
-forms. :t.twnt types In report faxmat, refiectinig,, items inspected.,

.---, .valueist .Marfaours LIVQ35 led . and quality effectiveness.. .)tePares 'ad. lain-.
tains--.charts and:- gralilktrolli. data gathered showingl*Ocrli.lcad, accuracy;
an& izends,.obse.-..v,ed:..2,1.

knowledge.,of work unit cost ac'ecitint ,e.;6cies

ar.d inspections acti..7-46tites for ..detectioneof work out of control .r iS
to be noted and .brought attention of.isuperyisor..

Composes and types various correspondence, memorandtmis.'and dirbtikres

n final form from brief:a-totes or insti.-uctions, observing.....r4F f,or form

and arrangement. .14nswqrs.... routine correspondence,. aCordirtirtizia)recedent
anti extzting volrac.Y, preparing and typing replies for signature of
supervisor based upon tinformqtion collected and assembled frcc-filPs.,

S.
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Selected Government jolijatudLons for e.r11 ist .( contd. )
; =

receives and reviews incoming mail and determines proper disposition

within the office to st it should be routed to. Maintains a suspense
file on correspondence and other matters ..eequiring reply or completion

and folloyd-up as necessary to assure due dates ere met.

Maintains office
directives, MWO's and

or as best suited for
special projects.

K.

files of correspondence, regulations, specifisations,

technical references, numerically alphabetically,

the sibject matter. Sets up new files as required for

Perforis timekeeping duties, maintaining timecards for employees.

Posts hours worked and leave taken to the appropriate column of the

the timecard. Obtains employee's initials on timecards or authorized

leave slips and medical certificates when necessary for leave taken.

Nikes notations on reverse of timecards to explain unusual postings DU

the face of the card. Initiates personnel actions, types performance

appraisals and posts employee record cards.

Receives visitors to the office and answers telephone calls.

Performs other duties as assigned.

5

Selected Government Job DescriRtions for Junior Clerk Clem General Office
ommennumwm.mom............worroon
Junior Clerk

tdtinition,, Under superiesion, to pei-form simple Clerical 1.TOrk'of a.

varied nature; and to do ether work as required.

laical tasks. Opens, time-stamps, sorts, and distributes mail; addsesses,

stuffs,stamps envelopes; operates numbering and dating machines; stamp

papert.and documents; sorts; distributes, and files cards, letters, esssks,

and other documents; procures and distributes office suppllet; clips .41,s7spapers

and pastes and arranges theclippings;mekes simple arithmetical'Computativns;

fills in and sendsott.form and circular letters; looks up informatimq wsist:t

in -compiling and. *bulat7...ni simple statistical data; operates duplicatirg

machines and other office appliances; assists in maintaining files, care

indices, and mall'sg lists.

Minimum ous2s3Vsations, -Education: Equivalent to completion of the

tvelfthigrade. (61c 'cal expettencemay be substituted for the required

education on ayear-for-;sar basis.) Students who are enrolled.in ther lest

setester.of the twelfth gratle at the time en examination for this class is

announced will be admitted to the sxamination.
seal

Aptitude for and ability to perform: simple clerical work including

ability to spell correctl,yus-e goon Bn811sh,-anctsnakes-aicalcomputa",
tions.
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SUMMARY OF REMARKS OF WESLEY P. SMITH

STATE DIRECTOR OF VOCATIONAL EDUCATION

AT THE SACRAMENTO CONFERENCE

Occupational training must b based upon the performance required in the

actual jobs Any other basis riot only unrealistic but it endangers the rights

of both future employers P.,?..3.24 ;Jf he trainees,.

Ei-stee.the.task of determining ,job.performance.requirements for thi, future

nos become so difficultand since all occupational requirements, botii present
and future, have become so complex--it is absolutely essential that all curri-

culum planning invocational education involves_. the direct and continuous

-aissistance.by employers. .. .:

No longer is it possible to design occupational training programs, in
. .

isolation from the needs of the future projected by actual employment trends.

.

_ No longer is it probable_ that.high school graduates can successfully
enter the .work force without advanee pr,eparation, Evidence. is, already
abundant that Jobs. available for relatively unskilled. workers--and espec1.0-ly

those who are seeking to enter the work force for the first timee.re in no

manner numerous enough to take care of the employment needs of the bulge of
youth.

Hundreds of thousands of young people are currently unemployedand,..
unemployable. To a considerable degree, this unemployment is a reflection
of a basic deficiency in their education and training. This disadvantage,
if not remedied, will be carried with these yor-g people throughout Most of

theii work lives - -not only in the farm of hlzher rates. of .unemployment, but

also in. the. almost as- serious form of underemployment.

For many students, the standard curriculum serves their ,purPosei.v

especially those whose target of college entrance is clearly in foeud.

. _ .

But for those who will be going to work at high school_giaduation., the

target is -fuzzy, and so is the curr; culum that prepares them for job entry.
When it is considered. that more than one half the student population is
involved in this category, the problem is immense.

In the pasts, employers have often been quiff sileat as. to what.Ithey

really wanted in their new employees. If not silent, they haire just as oft0
been unrealistic by proposing only a "good, broad, general .ecluccItiOn."

.
Increasingly, employers must be more specific-!-and more realiitic:.

is expressly hoped that employers in the office occupations, through
sessions, Will add further to their past assistance by sharpening the foe

. upon the target of employability in.such.occwatdons --so that the public

schools can_ :provide the preparation that is essential for job entryand,

that will provide. the basis...t.'or the acquisition .of further 'competency. on tiji
job. As never before, the task of education is a Soin.t._.,enterprise.anct.tiii.9

wieeverx.more-kio_in_.1.12e...4,,,ase...011.3rocationai_eaucation.
3



Pelected Government Job Ides c -xpt j ons for Joni ,

Clerk General Office (cc td.)

eehes records send files for data.

Coisputes and receives fees when the amount s not in question or is
readily obtainable from fixed schedules.

Reqnisitions, rives and charges out supplies.

May operate a small telephone switchboard.

Collects and delivers correspondence, records, packages, etc., on re gear
messenge:. rounds and vpon request.

PinimUm requirements:

Training and experience: No training or experience is required.

00114.41611.7141VINIIIIVOIN/IIMMIIIII0.12

Clerk

......z.....yks........ssiurrvntrols) Receiving supervision from'a higher graded employee,
performs work according to established procedures or specific in.structions.
Work'is reviewed forquality and quantity.

Major duties . Serves as Clerk, normally assignee. as necessary,

Typical examples of work per?ormed include:

Files material numekcelly, alphabetically, by subject matter
or according to an established system. Performs uneomplicated
claseifying,. indexing, cross-indexing and searching of files.

Receives, sorts and routes incoming mail. Receites viDitors,
answers inquiries, obtains information requested and refers to
proper officials. Answers telephone, records messages and informs .

personnel of eelle-

Mee dictionaries., manuals and other references to compare and
correct various correspondence, forms, packets, etc.; assembles
information and data for reports, booklets, briefs

,
etc., following

specific guidelines.

Maintains timecers for a group of employees. Posts time, leave
and payroll information to cards; obtains required initials, leave
slips and medical certificates; and makes notations on unusual entries.

Performs-other anties as esignea.
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Selected Busine-Ssand Indust a _job Describtions for_Steno rs,...gers (contd.)

Stenograpils

Stenographers are used in many of the departments with this company.
She is on call GO 'cafe dictation, transcribe rotes into typewritten copies,
following company practices as to form. Uses electric typewriter. She cuts
mimeograph stencils and hectograph master copies. She generally begins in
a steno pool or in an office with combined clerica] duties. On job training
and opportuaiw for ad7ancement. Weekly salary ranges from $76.00 to $80.50
at the start= and from $95.00 to $98.00 at the top. Hours of work are 8:00
A.M. to 5:00 P.M.

Qualifications. Along with gimeral qualifications necessary for all
jobs with the company, she must be an accurate typist and.take dictation
and transcribe notes accurately with at least average speed. Good knovledge
of spelling and grammar. Mental ability and capacity to advance. She
should be able to express self in a clear and natural manner. Only high
school education required, but more is desirable.

Stenographer..

Job Duties:

I. Takes and transcribes:dictation.

2. Performs Dictaphone and copy typing, dncluding_correspondence,
reports, etc:

3, Prepars stencils and mastees for reproduction.

4. Prepares various form using typewriter or by hand,

5. Performs various general office clerical duties, including answering
telephones and ma ntainlng files.

General Infornkation:

High school diploma is required.

Must pass a typj-Lig test of 50 to 55 words per minute and a datatiou
test of 80 words per -minute.

Beginning salary is $97.56 per week with automatic increases to $118.76
upon completion of 26 &oaths.
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Selected Business and Industry Job Descriptions for Stgrimaphers

Stentgrapher Clerk I

Classification summary. Takes dictation and transcribes notes on

typewriter. May do some transcribing from dictating equipment. 'Performs
other general clerical duties as directed:

Primary duties.
. .

.

1. iNkes 4iptation of .an: uncomplicated nature from one or moresperbons.

2. Transcribes shorthand notes on typewriter. May also be required
to transcribe-fran-dictating equipment;

Does-miscellaneous_ typing and...clerical. work,. such as -typing form"

le:;-ters5- simple tables and reports. .

j

May file or maintain a': set of files:

5. May, answer telephone and take messages or answer routine questions.

Points

Training and experience. High school graduation with 6
courses in typing and shorthand. No experience required.

Manual skills. Ability to type at least 40 words per 18
minute and take dictation at 80 words per minute.

Responsibility for accuracy: Most outgoing mail is .. -5
signed by a supervisor who is responsible fo:. its
accuracy.

Responsibility for direction. None

Responsibility for decisions. None

Responsibility for contacts. May have routine contacts
with other departments in connection with assigneCduties.
May answer telephone and take messages or give routine
answers.

Total .Evaluation Points

2

5

Steno Clerk

Under supervision, perforras general clerical duties including taking
and transcribing dictation. Types letters, reports and memoranda as required.
May serve as departmental receptionie Performs miscellaneous filing.
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Seletted Business and Industmg2112mAptimp torien5 (contd.)

Basic work week is five days, 40 hours, with shift starting no earlier

than 7:45 A.M. and ending no later than 5;30 P.M.

Employees become eligible for fringe benefits upon completion of a

six-month probationary period.

qalented Business and Industry:OribAssmIlons for

asEtrApiik,711

Emlar Duties:

Types correspondence, memoranda, reporte, charts, cirpther. material
for on4 of more department officers

From rough copy, oral instruction, and reference material,

types material in proper form; inspects completed work for

correctness and neatness; submits to supervisor for

signature; prepares signed material for mailing.

Takes dictation in longhand, if so directed.

,- . : -.
. ,

Performs several.of the following duties..
::

Records information on department records. Receives reports

from branches, other departments, or other firms; records

information pertaining to department functions on ledgers

or other toms; reviews work for accuracy and balances, if

applicable; prepares new cards, sheets, or other records.

as needed.
,

Greets, visitors; ascertains nature of call; directs or -

acmmpanies visitors to appropriate person. :

Files department records, reports, correspondence and memoranda,

as directed.

Answers telephone; transfers call to appropriate person, takes

message, or' gives requested informations arranges for returnv. _
.

Call if necessary.

,...Transcribes dictation by use of :transcribing machine.,

Opens, time stamps, and distributes incoming mail for

department or section.

Maintains SPM and C-Circular files; makes changes.and_files

sheets ast_recaived.

51
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Selected Business and Industry Job Dsqi'riptions for Typists (contd.)

Compiles and types varlous reports, such as absence report,
overtime report, and production report.

As directed, performs other duties when necessary or as time

permits; maintains supply clolet, prepares stencils and other
originals for duplication, and maintains tickler.

Specialized Knowledge: Typing

Minimum Past Experience, What and Where Acquired: None

Minimumielsimulens2,As4uired on the Job: On-the-job experience

Office Machines or Equipment arillreuepay of Urgi...

Typewriter - continually

Adding Machine-frequently .

Various duplicating machines-frequently

Clerk-Typist

gumplx. To perform a combination of clerical duties requiring a typing

proficiency which meets Company standards-and a knowledge of departmental

fUnctions and processes.

Qualifying duties. Perform a combination of duties requiring proficiency

in typing which Meet's. 5mpany stantards, and in such clerical functions as

posting, tabulating) assembling, and processing data, preparing reports and

distributing information.

Operate manual and/or electric typewriters to copy correspondence,

reports, statistical data and manuscripts. Type reproduction masters from

prepared copy. Proof -read material for errors in grammar and punctuation.

Transcribe machine dictation when required.

Work assignments include assisting high' classified, employees by following

easily understcod instructions and/or procedures, exercising some independent

action and judgment.

May operate other office machines and equipment as required.
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Selected Business and Industry Job Descriptions for Junior Clerk,

clerk General Office.,.
.....

,
.

-Clerk,. Junior ,..
(

Performs routtlie clerical duties requiring little discretion, s.ch as

posting data, checking calculatidns and matching documents. May' receive,

store and i..ssUe Office'supplies.and forms as required- May.receive incoming

orders and- maintain necessary inventory and usage records. May, pick up, sort

and deliver interoffice and outgoing mail; may pick up and deliver mail to

post office, operate .:postage machine, make routine deliveries, Under super-

visionmay perlo.rm routine filing of correspondence and Similar material;

arranged alphabetically, numerically, chrpaologically or by siMple.ode.

Locates arid, removeb.material from files -,hen .requested.

General Clerk

Stmlmary. Performs typing and clerical duties, involving tt thorough

knowledge of standards and operating procedures. This classification ineludes

such duties n prepzration of loan papers and checking accuracy of lega3."'.-

&comfit s

Duties. Types from rough draft (handwriting) or from ordinaxy.corrected

typewritten copY. This includes preparation of correspondence under these

conditions.
.

Fills in forms or 'form letters with such information as names, addresses,

dates and amounts, which have usually-been assembles by others or gathered

from routine sources.

Classifies, indexes and briefs subject matter of average difficulty

from correspondence, newspaper and magazine clippings and reports. Searches

files for obscure subject matter.

Sorts, classifies and prepares incaming and outgoing mail for distribution

where a knowledge of functions and operations is required.

Performs arithmetic computations, usingT calculating machines to make

extensions. Posts colvoner data. May prepare columnar charts and graphs.

Initiates or responds to extensive public or employee contact for exchange

of information.

General Clerk

Performs routine clerical duties which require some discretion as to

office procedures. May include such duties as compiling data for reports,

tabulating, posting, checking calculations, comparing figures, - receiving

and/or conveying routine _information.
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Selected Business and Indust Job Descriptions for Junior Clerk,
Clerk. General OffiTelcontd.)

ry

Clerk General
Simu_.2m, To perform a speCTFEFrgFrEgr job assignment in any department,

requiring a basic knowledge and training in a specific job assignment, depart-
mental functions and processes.

-Qualifying duties. Perform clerics,] work in any department requiring a
basic knowledge offthe functions, work procedures and methods of a specific
job assignment. Duties require responsibility for accuracy and dependability
and ar normally accomplished by following establishea practices and procedures.

Devise clerical procedures within established practices to effectively
carry out assignments.

Cttain information and .acts from varied sources in order to perform such
duties as posting, tabulating, compiling and processing data, maintaining
related, reference files and records. My prepare graphic presentations from
verbal or written instructions.

Apply a. knowledge and familiarity with forms used and processes involved.

Work assignments may include giving guidance, instruction, and/or
assistance to other employees, as well is the use of office machines and equip-
ment.
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1EYBOARD BONUS PLAN

(Selected Sections of a Bonus Plan Used by a Large Organization)

Additional psylpf-maIlon_fm33221.01.421Egyboard Skills

General

Bonuses of up to $7.5n nvnilph1P to eligible Western He

office keyboard s411 .employees (full time typists and varitype operators,

stenographers and sietariai, transcribers, key punch operators and

teletype operators at levels 02 through 09 inclusive) and first line

supervisors of sections having keyboard functions. The bonus may be granted

at, the time of hiring, .or following employment provided the employee has

an "increase Recommended" Salary classification and meets eligibility

standards as listed below.

Mists and Varitype Operators (,levels 02 through 04)
. .

Amount of bonui:

. .

'Basic: $2.50 per weekTyping test
with 85 per

Intermediate: $5.00 per weekTyping test
with 90 per

Advanced: .
$7.50 per week -- Typing test

with 90 per

score of 40 w.p.m.

cent accuracy

score of 50 w.p.m.

cent accuracy

score of 60 w.p.m.
cent accuracy

p:sandSecretiesStenoarahe/ar (levels 03 through 09)

Amount of bonus:

Basic: $2.50. per weekTyping test score of 40 w.p.m.

with 85 per cent accuracy

Intermediate: $5.00 per week -- Typing test score of 50 w.p.m.
with 90 per cent accuracy;

or
Typing test score of 40 w.p.m.
with 85 per cent accuracy and 90
w.p.m.. dictation speed with not

rt

more than 10 errors.

$7.50 per wcek--Typing test score of 40 w.p.m. with
85 per cent accuracy, and 120 w.p.m.
dictation speed with no more than 15

errors.
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or
Typing test score of 50 w.p.m. with
90 per cent accuracy and 90 w.p.m.
dictation speed with no more than
10 errors.



Transcribers

Amount of bonus:

Basic: $2.50 per week-- Typing test score of 40 w.p.m.

with 85 per cent accuracy

Intermediate: $5.00 per weekTyping test score:Of.50 w. p.m. with,

90 per cent accuracy
or`

Typing test score
with 85 per cent accuracy and 90
w.p.a; dictation 464 with no
more than 10-errors,

Advanced:

Keypunch Operators

Amount of bonus:

$7.50 per week-- Typing test score of 60 w4):m.

with 90 per cent accuracy;,
or

Typing test score of 40 w.p.m.
with 85 per cent accuracy and 120
w.p.m. dictation speed with no
more than 15 errors;

or
Typing test score of 50 w.p.m.
with 90 per cent accuracy and 90
w.p.m. dictation speed with no
more than 10 errors.

Basic: $2.50 per-weekTyping test score of 46 w.p.m.
with 85 per cent accuracy;

or
Machine knowledge, and 150 key
punch strokes per minute with 94
per cent accuracy.

Intermediate: $5.00 per week--Typing test score )f 50 w.p.m. with
90 per cent accuracy;

or
Machine knowledge, and. 175 key punch
strokes per minute, with 95 per cent
accuracy, and knowledge of one major
function or its equivalent.

Advanced: $7.50 per weekMachine knowledge, and 225 key punch
strokes per minute, with 98 per
cent accuracy, and knowledge of two
or more major functions or their
equivalent.
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In addition to the above, bonuses will be granted to first line supervisors

(Section Supervisors and Assi3tant Section Supervisors) supervising

personnel eligible for keyboard skill bonuses. These bonuses, if unearned

at time of promotion, will be granted only after the sunervisor has

completed a reasonable period of satisfactory performance on the job (i.e.

four tc, six months) Bonuses will be restricted to supervisors over

sections where all or nearly all jobs utilize the above skills.

Salary Maximums

Extra compensation of $7.50 per week will be continued for those jobs

which require keyboard skill, subject to the following maximum limita-

tions:

Job Level

Amount By Whicil

Maximum May be Exceeded

02 $3.00

03 2.00

04 3.5o

05 1.50

06 and above .00

Keyboard bonus employees and supervisory personnel at levels 06

and above, while they may qualify for bonuses of IT to $7.50 per

week within their salary range, may not at any time exceed their

salary maximum as a result of any bonus.
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